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OFFICE OF QENERAL COUNSEL
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ULTON, ACTIHG GENERAL COUNSZEL
Bandles all legal matters pertaining to sgency's
affairs ond advisse the girﬁaﬁor, Asplistont gﬁraaﬁagﬁ and
other officials of ag;n@y on legal problems; revlews weork ~
yrepared by other attorneys in office and takes final action
thereon and advlses them on grﬂaaﬁurﬁﬂ to be followsd and
fagtors to de considered in ?anﬁlinﬁh%%ahlsas at handj

sssumes responsidility for determining agency's legal rights
and responsinilities with respect to legal matters arising

out of conduct of agenoy's affeirs; in abpence of Ceneral
Qounsal, essumes final responsibility for all such doternina~
tions and for conduct of all work of office ol General Counsel.
Prepares opinions for Director wnd other officlals of agoney

on wide %;‘iﬁg of legal questions, imocluting contraets

slaims, property, finance and flscnl procedures, and stdeat of
ﬁ%&iﬂ# statutes and regulstions on conduct of agency affairs;
rovieows and agyg@Vﬁs ar revisss genersl end specisl orders, ,

edminigtrative instructions and similer documents, nrepared
. liai‘kia),;y in office or slsevhere. | | 25X1
25X1 |

i, 8, VARNER, ASSISTANT OENERAL COUNSEL
Agts pp counsel to Pinmnee Branch, furnishing
Jegal sdvice to the Chief, Spesiel Punds Division,
She Agent~Coshier, the Audit Seetion of the Special
Puznds Division and the Chief, Pinance Brenchj assists
Qemeral Counsel in advising the Dipector of the
Strateglo Services Unit on all Unit finsnclal
matbers, Meintains llaison with U, 3, Employees’
Ggmpensation Cormission, and hanliles death and
41aabllit Bi;aima of eivilian employees of Strategloc

Sarvices t, ineluding cases of sgente where speclal
prousssing 18 necess for gecurity reasons, Drafting
spesia)l contracts involving the use of unvouchersd
funds, wills, leasss and termination notlges,
sssigaments, releapes, arfidavitas, sertifioctes and
other legal instrumenis, Legal resésrch Involved

in the prepsration of opinions end nemoranda concerning
legal probvlems in connedtion with agents, other speoisl
funds persomnel ané problems prasented for decision

of this office, 2rdvises on tax matters, Trading with
the Spamy AbS, %?tasazi laws end rag&laﬁiana, a8 well
as other Government r

1les and rogulations,

25X1 I

Handles legal rescarch necessary for the prepars-
tion of opisions and documents oonserning leral problems
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Unis for segurity reesons; drafts speclal gsontraets,
wille, leases and terulnetlon notices, ansignments,
releases, affidavits, certificates and other legal

. instrumente on spselal problems assigned by Ceneral

Counsel, Frepares evidentlary docunents necessary
for the settlement of specinl claims both within
and without the econtinentsl limlts of the United
Stetes, Drafts forms and supporting pepers in

|
[ _ASSISTANT CYNERA

Reviews coptraots and supervises terninantion

gherecf; preapres speoial contraots, wills, leases

4 terminotion notless, assignments, releases,

£1davite, end other legsl inatruments. Acts s
idefson wilh JAGD, partioulerly with regerd to
alaine, military Sastieﬁ and ailisary effelirs,
Handles property and sccldent claims; does resesrch
on 3§s§zal sonfidentis)l problems aseigned by Oeneral
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jupervises and correlates all slerical prosedures
and aistribution of stenographic work in eonjJunction
with atsorneys in office, %aiarvisaa leave ané other
personnsl metters involving eivilian employoes,
prepares anf submits necessary forms and aots am
payment olerk., Prepares sorrespondence vhere no
izgﬁl gee{sions sre involved, Colieeits, assembles
" anelyses from various sources within sgency

source meterial for consideration of all atiorneys.
AotS ag Notary rudblic for Office of General Counsel,

@ 1"i§f§§ad notarizing such legal dooumenis as
mey require certific-tion. ‘
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‘Maintains couri
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or and reglstry servies for (fTice

of General Counsel, Haintaine spnfopriate sourier
reseipt records and checks outgolng material prepared
by other seorstaries in office for ascuragyocol routing,

sourier redeipts and sddresses, Takes and transeribes
legal dictstion, preparing such gcorrespondence =nd
doouments in abgtﬁgxgiﬁe form Tollowing established
procedures of g 1s Unit sns of the Yor Depsrtment.
Pepforms sioh secretarial dutlies for attorneys as

wering % inquiries to arpropriste

ine felephone, referring
A mzugﬁﬁ'ggmgig?SEﬁgﬁzﬁmuﬂﬁg%nmmmapnnmﬁxmiaﬁ14¢,:

xiﬁﬁg%iaﬁiﬂt auties as reguired,
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Esinteins chronological and subjeot riles on

all correspondence pertalning to legal matters fop
Office of Gsnerel Counsel, Maintaeins central

veference Tile of all genersl orders, speclal ordere,
sdministrative inotructlons and otheyr sgency direetives,
Distribustes and routes mell within office, Tukes and
trangarives legal dlotatlon, anawsrs telephone, makes
a@gﬁiﬁ&ﬁ&n&ﬂ for sttorneys and performs secretarlial
dutiss as rejulred,

CLEL

- Maintsins in curpent atatus in law 1ibrary such
legal services as Commerce Clearing Housc law
sexyiees, Federal Tzx Culde, ﬁli% lawe, Army regpulae
tions, ﬁfviz Service Commission iﬁgﬂl&éiﬁﬁﬂ and
Teymination Regulatlons, TFerforms secretecrlel duties
sugh a8 teking and tranzeribing legal dlotation,
sapwsring vtolephone and meking a;pelatments for
atorneys.
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